Memo Template for Request for Out of Class Pay



To:		[UAF HR Consultant]

Through:	[Dean/Director/Department Head]

From:		[Supervisor]

Date:		[Date]

Re:		Request for Out of Class Pay for [Employee Name, UA ID#] 

[TEXT]

Request for out of class pay should be written by the supervisor and include a detailed explanation for the request.  Out of class pay should be considered for employees whose regular work load and/or duties have temporarily increased substantially in scope, complexity, and/or volume.  Situations warranting an out of class vary, but are typically granted for unexpected reduction in staff, scheduled prolonged staff absences, unforeseen staff absences, and special projects.  The request should include a detailed description of the scope, type, and complexity of temporary assigned duties and must include specific begin and end.  The percentage of the out of class pay; 3%-10%, should reflect the impact the additional duties have on the employee’s regular position and work load.  Per regulation, the initial out of class pay may be granted up to 90 calendar days.  Extensions may be requested to be reviewed by HR every 90 calendar days if necessary.  It is important to remember that out of class pay is only intended for a short term change to the employee’s regular position, typically three to six months.  If changes appear to be or should be permanent, the job description for the position needs to be updated and/or reclassified to reflect the permanent changes.

UA Regulation on Out of Class Pay for Regular Exempt and Nonexempt Staff
R04.05.043.B.4
                                                                               
Out-of-class pay is appropriate when an employee is officially assigned additional nonacademic duties on a temporary basis for at least 30 calendar days. Out-of-class pay may be given for additional duties that are technically advanced; require substantially more discretion, authority or accountability; or otherwise require the employee to utilize clearly higher level skills and abilities not required in his/her current job.

The percentage of base pay amount increase available is between 3 percent and 10 percent, allocated in one percent increments.  All out-of-class adjustments must be documented in writing.  The percentage amount must be reviewed and re-approved every 90 calendar days by the MAU human resources office.  If an extension is requested following the initial 90 days, it must include a written plan and timeline for concluding the temporary assignment, such as initiating a recruitment or completion of an organizational or position restructure.
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